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Reminders


Before entering any data into EKOS staff should first conduct a search to determine if the record and/or information has already been entered. When entering Providers / Services / Offerings multiple agencies can share the Providers and Services but a new Provider Service Offering must be completed.  Also, within an Agency, staff can continuously use a Provider / Service / Offering multiple times. 





Whenever entering data into the text fields of the various tabs in the Customer Comp Assessment Modules the first sentence of the new information should begin with the data/agency/staff initials (i.e.: 072604/OET/mb)





When staff creates new Offerings that will be used by a particular agency, they should start the description using the specific program information (i.e.: WIA Adult, WIA Youth, WIA Title 1B Eligible, or NAFTA/TAA). This will simplify the Offering search identification process.





When AJB job orders are brought into EKOS the system generated Order # will not begin with KY. The Origination Field located on the Job Order Detail / Gen Info Tab for AJB orders will display as “Online – Internet”.





NAICS Codes on Job Orders


There are still Job Orders and Employers in EKOS with an invalid NAICS code. The NAICS codes on all these records still need to be corrected. Also if staff duplicates a Closed or Filled order they need to make sure that the NAICS code is valid.


  


Questions and Answers


Q) Is there an Activity that I need to report if my customer is not approved for training?


(A) Yes. “Training Inappropriate” listed under the State Specific heading should be reported whenever staff has referred a customer to training but the customer is not approved.


 


(Q) Is there an Activity that I should report when I refer a customer to a training provider?


(A) Yes. “Referrals to external training vendors” listed under the State Specific heading should be reported when appropriate. 








Questions and Answers ‘continued’


Q) When I tried to access Comp Assessment to add information about my client I received an error message stating that the Birthday and Gender were required.  Why did I get this message?


(A) You received this message because the Birthday and Gender fields on the Customer Detail / General Info Tab was not completed.  Although these are not green-dotted fields they are critical to reporting for performance for Labor Exchange, Trade and WIA.  You should always review a customer’s registration record and ensure that all of their information is complete and correct.





Inter-Agency Referrals


Inter-Agency (IA) referrals are immediately displayed after initiated.  IA referrals are sent to the supervisor and/or coordinator’s Staff Detail/Referrals In Tab. To view the referrals they will need to use the "Refresh" button on the Staff Detail / Referrals Inbox to periodically check for newly sent referrals. Once a supervisor assigns a new referral to one of the staff in their office it will be available for the staff person to see in their Inbox as soon as they refresh the page.  �  �To view the IA Referral highlight the referral and click on the Detail Button.  Information about the referral such as the Referring Agency, their contact information as well as why the referral was made will be displayed.





When a referral is first generated from the Customer Detail Module, the referral information can also be viewed in the Services Module by selecting the Service History Tab. Staff will then be able to click on the IA Referral service and then select the Detail button to see all of the information about that specific referral.
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This newsletter is intended to be an information exchange for continuous training on EKOS.  Submit topics to Michele Belcher at 606-433-7721 or email: � HYPERLINK "mailto:michele.belcher@ky.gov" ��michele.belcher@ky.gov�.  Previous issues of this newsletter can be found on the Cabinet website at � HYPERLINK "http://my.edcabinet.ky.gov/EKOS%20Newsletters/employky_update_newsletters.htm" ��http://my.edcabinet.ky.gov/EKOS%20Newsletters/employky_update_newsletters.htm�.
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